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Style Sheet for my Three Ways of Editing

My Project: Four Ways of Editing (Word, Adobe Acrobat, by hand, and in a collaborative Google

Document with three other classmates)

My References: Chicago Manual of Style, Merriam-Webster’s Collegiate Dictionary,
Merriam Webster’s Concise Dictionary of English Usage, and The Copyediting Handbook (pp.

14-19), (pp. 58-63), and Chapter 2 (markup and queries).

A. Spelling & Word List (In order from A-Z)
Influence (Ic)
Flu (Ic)
COVID-19 (UC, hyphenated)
Midwest (UC)
Antioxidant (non-hyphenated)
over-the-counter (hyphenated)
health care (open, two words)
Vitamin C, zinc, elderberry (Ic in generic use; capitalize if branded)

B. Capitalization



Centers for Disease Control and Prevention (CDC): spelling it out first, then including the
acronym.
Flu season (Ic unless it’s a headline in the manuscript)
C. Numbers
Spelling out one through nine; incorporating numbers for 10+
Ages are numerals (like children under 5)
Time is seven to nine hours (spelled out)
Percentages are numerals and the “percent” (60 percent)
D. Punctuation & Usage
Using the Serial commas consistently
Em dashes being closed and having no spaces
Hyphenation’s have compound modifiers before the nouns
Quotation marks are double quotes with periods and commas inside
E. Grammar & Stylistic Choices
Generally having concise and plain language for a general audience and not being too
specific like in the Midwest author query. I do like the inclusive language of “pregnant
people” and not “pregnant women’ within the manuscript.
F. Author Queries
1: Do you want to include a link to the CDC, or even the World Health Organization
(WHO) for anyone in your audience seeking further information? This is mainly for
credibility purposes within your writing.
2: I'm pondering if "Flu season peaks... in the Midwest" should be more generalized for

more of a broader audience?



3: Should these supplement names (vitamin C, zinc, elderberry) be capitalized if you're
referring to these as branded products?

4: What do you mean by over-the-counter anti-inflammatory medicine? Do you want to
specify examples of these (ibuprofen, etc.) for clarification purposes? This reads as just a
bit too vague from my end.

5: Where are these quotations from? Do you have an actual source, or are these supposed

to be very general?



